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INSTRUCTOR 
 
OVERVIEW: As an Instructor, you will have all the functions of an Employee (see 
Employee Help Files). 
 
The Instructor Role will allow the User to manage all of their Programs.  They 
have an Instructor drop down list. 
 
I. Tasks:  By placing the mouse on the Instructor link, three tasks will appear 

on a drop down list: Reports, Roster-Group and Schedule Request. 
 

 
 

A. REPORTS: This will allow the User to run certain standard reports for 
all Department Employees.  By clicking the Reports link within the 
Instructor drop down list, a screen will appear with several standard 
reports.  The screen will look similar to this: 
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B. ROSTER-GROUP: To submit a new Group Training Attendance 
Roster for a completed program, click the Roster-Group link.  The 
screen will look similar to this: 

 

 
 

1. Locate a program by the A-Z listing or the search function.  The 
screen will look similar to this: 

 

 
 
2. Click the Program Title link to bring up the Training Attendance 

Roster (Group).  The screen will look similar to this: 
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a. Complete all required fields and submit.  The screen will 
look similar to this: 

 
NNOOTTEE::  The program will now be listed on your Completed 
Training Attendance Roster database. 

 

 
 

b. Step 1: Select the Employees that attended the program and 
click ADD to Roster.  To add non-Department Employees, 
complete all required fields and click ADD to Roster.  To 
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remove an Employee, highlight their name and click 
Remove.  The screen will look similar to this: 

 

 
 
c. Once all of the Employees who have attended the training 

are added, click the [Go to Next Step] link to complete grade, 
hours and training category.  The screen will look similar to 
this: 
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d. From the drop down lists select the appropriate Grade, 

Hours and Training Category and submit.  The screen will 
look similar to this: 

 

 
 
e. Click the [Go to Next Step] link to select the Instructors and 

number of hours taught.  The screen will look similar to this: 
 

 
 
f. Department Instructors: By selecting a Department 

Instructor from the drop down list, a screen will appear that 
looks similar to this: 
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g. Wait for Instructor Type and Hours to load, then select and 

submit.  Repeat this process to add additional Department 
Instructors. 

 
h. To add Non-Department Instructors, complete all required 

fields and submit.  Repeat this process to add additional 
Non-Department Instructors.  The screen will look similar to 
this: 

 

 
 
i. Click the [Click Here to Finalize the Attendance Roster] link 

to view the completed roster for this program.  The screen 
will look similar to this: 
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3. To access your Completed Training Attendance Roster database 
click the View link.  The screen will look similar to this: 

 

 
 

a. Program Title: Click the Program Title link to view 
description from the Training Catalog. 

b. Start/End Date: Start/End date of the Program. 
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c. # of Trainees on Roster: Shows the number of Trainees 
who completed the program. 

d. Add Trainee: By clicking the Add Trainee link, the Instructor 
can add additional Trainees and Instructors to the Roster. 

e. Delete Roster: By clicking the Delete Roster link, the 
Instructor can delete a roster if no Trainees have been 
added to the roster. 

 
4. Request to Add Program: Click the Submit link to add a 

program to the Training Catalog. 
 

C. SCHEDULE REQUEST: This will allow the Instructor to request that a 
Training Program held by their Training Group be listed on the Training 
Schedule.  Employees from other Training Groups will be able to 
submit an Out-Service Training Request to attend the program. 

 
1. To submit a Training Schedule Request click the Schedule 

Request link within the drop down list.  The screen will look similar 
to this: 

 

 
 

a. Complete all required fields and submit.  Under Comment, 
include all pertinent information that is required for an 
Employee to attend the program, such as location, program 
agenda, required equipment, etc. 

 
NNOOTTEE:: To modify or cancel this program, contact the 
System Administrator. 


